APPENDIX C

LEA-LEC Tape Match Procedures
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LEA/LEC TAPE MATCH INSTRUCTIONS
(PC environment with Microsoft OFFICE including ACCESS installed only)

1. Download PGP software and establish a password
(Be sure to write down your password in a secure location.)
PGP website address - www.pgpi.org/products/pgp/versions/freeware
(For assistance, contact Han Nhan at 916 440-7253 or hnhan@CDHS.ca.gov.)

2. To request a “provider id” number from CDHS, apply at www.CDHS.ca.gov/lea.

3. In MS OFFICE ACCESS create a new database. Within the database create a new
table and call it “CDHS tapematch.”

4. Following is the name, type, and length of the fields that must be in the database:

SSN Text 9, LAST NAME Text 20, FIRST NAME Text 15, Ml Text 1, DOB Text 8,
SEX Text 1, PROVIDER ID Text 9, SCHOOL NAME Text 20, USER DATA Text 22.

See www.CDHS.ca.gov/lea/docs/LEA%20Match%20Record%20Rev.pdf to print a copy
of the record layout requirements.
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a. Close and save the table. Close and save the database.

5. Download or output a student population data file (the total number of individuals
served by the claiming unit, CDHS Manual pg.10-1) from district system as a text or
excel file. This data file should be from the 1st and 3" or 2" and 4™ fiscal quarters
(CDHS Manual page 11-5).

6. Open the file with MS Excel
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a. Text file — Opens the “text import wizard” — it will ask you if it's delimited or
fixed width (in the case of fixed width it will have lines dividing the columns and
ou hit finish
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b. If the data is separated by commas, semicolons, etc., choose next. That will
give you the opportunity to define the separators.

T Document1 - Microsoft Word

ok Table Window Hep AdobePDF  Acrobat Comments Type a question for help = X

[x] TR EREREREE CERNEREE SRR RS Sy 2
4) Open file with MS Excel

Text Import Wizard - Step 2 of 3

This screen leks you set the delimiters your data contains. You can see
how your best is affected in the preview below.

Delimiters
Tab [ Semicalon [ comma

: Dl Dlaster: || Toot auafir

[ Teeat consecutive delimiters as one

Data preview

Pblenan, "Ken", "R",11/21/1338 "I" " 543273400" e
il fbney, "Brandon £24100271" =)
Z kokerneshe, Lars TFY, "609265695"
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[concel [ <gek [tz [ Enish |

Ifthe data 15 separated by commas, semicolons etc. chosose next.

c. In this case, | would choose semicolon and comma, and the result is the data
lines up in columns:
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d. Click finish at this point and you will have finished the text file import into Excel.

e.

Insert a row at the top and label the columns as indicated:
Last name, first name, mi, birthdate, soc and sex.

Insert these additional fields: SSN, DOB, user data, provider id and school
name (even if the Social Security column is labeled SSN, re-label SOC and

add a new column SSN.

Note: User data can be any locally defined information you would like. | use

the CDS number and a quarter identifier, ie. q461507.

Fill in the user data, provider id and school name, copying and pasting as
necessary to fill the entire columns for each name in the file, for instance,

Q210413, ss5010504, Burnt Ranch.
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h. Save this file as an “Excel Worksheet” and close.

EXCEL file. If the file is already in an EXCEL format, open and insert a row for labels
and/or relabel the columns making sure they are labeled precisely as indicated as the
above step: Last Name, First Name, MI, Birthdate, Sex (not gender) and SOC,
adding a DOB, SSN, user data, provider id and school name column.

Fill in the user data, provider id and school name as in step 5 above. Save and close
this file.

Open the “database” you created in step 3.

On the File menu choose GET EXTERNAL DATA, IMPORT. This will open a find file
box. Locate the EXCEL file you had created above, highlight the file and then click
IMPORT. This opens the ACCESS IMPORT SPREADSHEET wizard.
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a. Click on the “First row contains column headings” and FINISH. This file will import
with the worksheet name as a new table so you might want to rename the table;
left click, choose rename and give the table a new name, for instance “District”.
(Do not call it TAPEMATCH). You will receive a confirmation message of how
many records were saved.

Import Errors: Sometimes import errors will occur and a second table will be created. These records
are OK in your District or main table: ACCESS is just alerting you that an expected
configuration wasn’t found, for instance, a birthdate field was empty. You can look at
the import error table and compare the field number to your main table if you’'d like to
see the problems.
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10. Birthdates as mm/dd/yy, ie. 12/25/99 or mm/dd/yyyy, ie. 12/25/1999

a.

e

if the birthdates in the file are structured as anything but yyyymmdd (year,
month, date), 19991225, then we need to convert them to the CDHS format.
(This is why we added a blank column labeled DOB to the excel file)

Go to the queries tab in your database.

Create a query in design view

In the Show Table box, highlight the district table and click ADD

Close the box

Choose “DOB” from the table list and double click.

Go to the menu across the top of the database and click on query

Click on “update” query. You will now see an update line in the grid.

In update to: type Format$([BIRTHDATE]("yyyymmdd "))

P71 Ble Edt Vew Inset Query loos Mindow Help Type a question For hel

HeRAN™ i W] = =N AR, BN NN M= =R =RARN |
RN NS REN] A SRRl A=Y |

user data

r dal

provider d
-

school name 3

<

Fi

Ready

; ; T T T T
eld: [dob | | | | | |
Table: [SAMPLE FILE | | | I | I
Update |
Criteriat

or

To: [Format (BIRTRDATE L Cyyyymmdd ) [ [ [ | I

m.

11.Socia

Go to the file menu and QUERY, RUN or use the ! button. This process will
verify that you updated the records in your table. (Your original birthdate field
is left intact and the DOB field becomes the CDHS acceptable DOB format.
Close and save the query, calling it “Qry to update birthdays.”

Go to the Tables tab and open the district table to verify the conversion
occurred.

Close.

| Security numbers with dashes:

a.

@~oao0o

if the Social Security numbers in the file have dashes, we need to remove the
dashes. (This is why we added a blank column labeled SSN).

Go to the queries tab in your database.

Create a query in design view.

In the Show Table box, highlight the district table and click ADD.

Close the box.

Choose “SSN” from the table list and double click.

Go to the menu across the top of the database and click on query.
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m.

Click on “update” query. You will now see an update line in the grid.
In update to: type Left([SOC],3)+Mid([SOC],5,2)+Right([SOC].4)

T T T T T T T T
Fed: [ i i ] ] ]
Tatde: [SAMPLE FILE | 1 1 1 1

Updste To: |Lelti|SOC] 31+ P30T 5, 2RS0T 4] | | | | 1

Cribena: |

o

TeH... | 0 tapematch - Dstabss...

Go to the file menu and QUERY, RUN or use the ! button. This process will
verify that you updated the records in your table. (Your original birthdate field is
left intact and the DOB field becomes the CDHS acceptable DOB format.
Close and save the query, calling it “Qry to update birthdays.”

Go to the Tables tab and open the district table to verify the conversion
occurred.

Close.

12. Getting the file into the CDHS Tapematch format.
Your file may have some extra information, for instance, middle names instead of
middle initials or an ID field etc. This step enables us to append the “district” table
data into the CDHS Tapematch file in exactly the format CDHS requires.

P00 TO

« ™

Go to the Queries tab.

Create a new query in design view.

In the show table box, highlight your “district” table and click Add.

Close the box.

Double click on the blue in the table box and drag down to the grid or Add each

field into the query by double clicking on it.

Go to the menu across the top of the database and click on query.

Click on “append” query. A box will open for you to choose the table you want to
append to.

Using the arrow, choose the CDHS Tapematch table and click OK.
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i. After you say OK, a new line appears that says Append to and the names of
the fields that you will be appending from your district table into the CDHS

tapematch file will be visible.

j-  Go to file menu QUERY and RUN or use the !. You will get a confirmation that so

many records have been appended to the table “CDHS Tapematch.”
k. Close the query and save as “Qry to append to tapematch file.”

13.Sending the file to CDHS

cpow

o

Go to the Tables tab.
Highlight (click on) the table “CDHS Tapematch”
Go to file menu and choose “EXPORT".

In the Save as Type file click on the down arrow and choose“text files” (do not use

Rich Text Format).

Once you do that, the file name will automatically appear above the save as type.
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f. Inthe Save in: at the top, be sure you remember where you've saved the file.

g. Click EXPORT.
h.

F3 Microsaft Access - [rapematch - Database (Accuss 2000 file forman)]
D0l He b gew et Lok Medew  teb
A L TRETIE N o TR R ATy |
AEE A T T e e e Y |

In the EXPORT Wizard box choose “Fixed Width” and click Finish.
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i. This step has converted the ACCESS table to a text file with the same name as the

table, “CDHS Tapematch.txt”.
j- Locate the new “CDHS Tapematch” txt file in your directory.
k. Highlight the file.

Fle Ede Vew Favortes Tock el

Q- O
Ak |5 Hsandylibemporary
Foldars
B D Brlgws- 2k
W 13 Foma 20042005
) Fores T005-08
* L e
B ) A Board Meetings
] Labters b LERe
# 3 Logns
¥ ) MAA COOES 101
1) AR COOES 101 0506
# (3 MaA Traning Calnrclar 200H-05
[ (L) MA Training Caendar 200506
) manteca 2red survey crgnal fles
# () POWER POINT PRESENTATIONS for MAA
L3 455 Ivnice Frocedures
i ) Rieguon 2 2003-2001 fles
# (3 Rogion 2 20042006 He
¥ L3 Regon 3 20032004 fles.
B ) Region 3 2004-2005 les
a1 (3 Fmghors & 200W6-2005 fws.
¥ (L) Region 6 20033004 Fles.
B ) Riegion b 2004-200 ez
i ) regen 7
# 2 Rich
W L) Ruth - Has
= O sy
= L databares
L tepemetch
120 tapsasnch badkug
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- B
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-

l. Left click with your mouse.
m. A box opens that will let you pick some options.

n. Find PGP on the list and choose Encrypt. The following box opens:

August 2006



Qe - O | Dot [ roers | [l

bes | (3 HlsardyRemporary B
Foldars.
+ L Byaws- 8
& L) Formes 20042005
& ) Foews 200506
# 1 ke
® L P Board Meetings
# 1L Lethers o LEAs
* L Logs
& L M CODES 10
® L M CODES 104 05-06
& L MAA Traning Calendar 2004-05
& ) MAA Training Calendar 2005-06

31 |23 POWER PEONT PRESENTATIONS for M
5/ (3 985 brvime Provedres gy Tvakiey | mow |
2 (3 Pegron 2 20072004 e |- ey =]
21 [ Regon 2 20042005 e .
4 |3 Pogron 3 2007-2004 s
a1 1) Begon 3 2004-2005 fies
5 : Carcel

3 bep 50 01 0 [ et I
2 () Bogron & 2003-2004 e =
41 (23 Pegon & 20042005 s Treut I Teak
3 2 regon I Wepe rignal
3 2 Rk e
5 |3 Rath B - HAA re Foces

I el Decrypitng ety

w.. |G iadecapematan . | B tapemarch Dataas. | Mcrosoft Exrelsan . B0 tevgeny & B e

o. Click on Han Nhan’s name and drag it down to the recipients box and click OK. You
will now have a file created with the same name but the file type is “PGP Encrypted”.

p. Choose or highlight the PGP encrypted file, left click and choose send to mail
recipient. In the outlook box type HNhan@CDHS.ca.gov and send.

File Returned from CDHS

Once you receive the file back from CDHS (usually the next day) you will need to decrypt
and verify.

Double click on the attachment and Save the file to your local directory, don’t open.
Locate the file and left click mouse to get the list of options.

Find PGP and choose decrypt and verify. A dialogue box will open.
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In the “Enter passphrase for your private key” type the password you originally set up
with CDHS in step 1. The file will automatically save as a Text with the word return in the
name.

Open EXCEL, locate this returned file and then double click to open the file.
A Text Import Wizard box will open. Choose Fixed Width and NEXT

This next step is the most crucial too interpreting the eligibility months. Create, delete or
move line breaks according to the CDHS format:
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a. You'll notice in the Data Preview box that the import wizard has a ruler. Be very
careful to make sure you create or delete lines according to the LEA Match Record
Layout if possible. For instance, the SSN number starts at 1 and goes to 9, the
last name column starts at 10 and goes to 29, number 30 starts the First Name,
etc. You will need to create and delete lines all the way to the number 261 which
is the Meds Current Date or “download date” from CDHS. You'll notice as you
scroll through this ruler and file that a lot of columns consist of Y and N.

Hint: Put a line directly in front of and behind every column with an N or Y.
These columns will be your monthly eligibility indicators. An example
follows:
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b. Everything after the “Meds Current Date” is not necessary for our “Tapematch
purposes”. Once you get to that point, click Finish.

9. Sauve this file as an “Excel Workbook”.

10.Open the Excel file

11.Insert a row at the top

12.Label each column consistent with your names from the original “CDHS Tapematch” file
you sent, ie. SSN, Last Name, First Name etc.
13. After the column that is the Beneficiary ID Card number and Matched Meds ID (it looks
like this 94430826A45101622429623) is the match indicator and they should all have Y’s.
14.The next column with Y or N is the Record Eligibility Indicator (if they were eligible in the
last 12 months).

15.The next column with Y or N is the current month eligibility indicator. ie. if your Meds
Current Date is 20050601 then that is the Y or N eligibility for June 2005.

16.The Next column with a Y or N is the January eligibility indicator, ie. January 2005 (the
same year as the Meds Current Date.)
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17.The next column with Y or N after January will be February 05, March 05, April 05, May
05 etc. until you get to the download month, in this case, June 05. Since you already
have a June 05 column the next column with an Y or N would be June of the previous

year or June 2004.

18.Each column with Y or N after June 2004 would be July 2004, August 2004 all the way to

December 2004.

19.December 2004 should be the last Y or N column before the Med Current Date. If this
doesn’t work out, you need to redo the original “returned” file from CDHS and adhere to
Lea Match Record Layout.
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20.0nce you have these columns all labeled, close and save the file.
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Append the file to ACCESS for the Calculation

4.

1. Open the ACCESS Tapematch file.
2.
3. In the dialogue box, find the EXCEL FILE that was returned from CDHS, select or

Go to FILE, click on GET EXTERNAL DATA, and click on IMPORT.

highlight and click IMPORT.

You may be notified that ACCESS will automatically assign field names and the Import
Spreadsheet Wizard will open. Be sure and check “first row contains column headings”
and then click Finish. You now have a table to perform the Tapematch calculation.

Performing Tapematch Calculation

9.

. Create a new query.

Add the user data or school name and each of the months of the quarter you need to
match. For instance, if you want to match on a 2" quarter file then only use those
months of eligibility in the file, ie. Oct. 04, Nov. 04 and Dec. 04.

Run the query.

Highlight all three columns and sort AZ ascending on the months, i.e., Oct., Nov., and
Dec.

Scroll or go to the first record that has a Y for one of those months.

Place your cursor on the record above it that didn’t have any Y’s for those three months.
In the bottom left hand corner of the query is a record count box. The number in the box
is the record number of where your cursor is on the record above the first eligible student.
The next number is the total number of records in the table.

Subtract the current record number from the total in the file. That is the total number of
eligible students for that quarter or students that were eligible in any one month of that
quarter.

1050 ccess
BB R a0 ] T8 ML T e 8 B 6
R A T A = i)

§Fle Edt Wiew Insert Format Records Tooks Window Help Type adiliestonforbely 18

FEX

u:
19950906 M 20050815 9472348 535010804
19920524/ F 20050815 9472348 535010504 | Columbi
19921013/ M 20050815 472348 535010504
19920529 F | 20050815 9472348 535010504 i
19931202/ M 20050815 9472348 535010504 | Columbi

= oﬂ thUPAR egions 05-06

Dakashest vie

ou, I LEA-LEC TAPEMATC. 3 micros col. fi tapems - 2 columbi Table & ]G z3dPm
If the orlglnal school population sent to CDHS was 1000 and you had 200 returned
eligible, the formula is 200 divided 1000 or 20% tapematch.

August 2006



